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Quick Guide to Online
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Includes How to:

A Register and Set up Your Account
A File Quarterly Reports, Import Wages and Bagmployment Insurance Taxes
A View Your Unemployment Insuranex Reports and Bene@@harges
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How to fileemployerquarterly unemploymentinsurance
and make payments aline

Note: You must have an Idaho Business Registration. Register your business at
http://business.idaho.gov.

To begin:
9 Go tolabor.idaho.gov/EmployerPortal
1 Click onNew User Registration
1 Enter your company information.

If you enter your email address and receiverste stating this email addresgs already on file with
the Idaho Department of Labarclick forgot password An email will be sent to you sgou can reset
your password. Once you have entered your informatiand password, a verificatiomotice will be

emailed to you.

9 Open your email account and find the verification email.
9 Click on the verification link.

* If you do not click on the verification link and set your account up within 24 hours of receiving the
email, you will be required to start the process over.

Once verified, return to the Employer Portal at
http://labor.idaho.gov/eServices/EmployerPortal/Logirand login.This opens your home page
screen. e sample below

Name: Update User Information
Logged in User Phone #:

Account Number: Change Selected Employer
Selected Employer DBA: Manage My Roles With Selected Employer

» Home

2o

el

Add or Select
Employer

Secure Messaging
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http://business.idaho.gov/
http://labor.idaho.gov/employerportal
http://labor.idaho.gov/eServices/EmployerPortal/Login

Click on the first green tileAdd or Select Employeaind the screenpictured below wil open (note the
active tab isAdd Employey.

» Home 9 Add New Employer
j'.édr. Employe: ‘

Add New Employer

Please enter the Empioyer Account Number and Personal ldentification Number [f you do not have the PIN, leave the field blank
l:,a ' I
PIN
l |

Add Employer

Enter your 10digit Employer Account Number.
Enteryour6-digit PIN.

* A PIN was mailed to you at the time your Idaho Business Registration form was set up. Call
(208) 332-3576 if you do not have your PIN.

SelectAdd Employer
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For accounts set up as of March 2014, the contact provided on the Idaho BusineRegistration
form is set up asthe administrator.

1 If you are the administrator, you will automatically have access to all functions (see image
below).For some companies, there wilbe only oneadministrator. In businesses with more than
one location and/or other personnel who will use the site, the administrator will determine
permission levels of other users. How to grant permissions is explained in the following section.

» Home » Add New Employer

Add New Employer

EAN:  XXXXXXXX
DBA:
Name: ABCInc.

Rdmin Manage Ul Manage Tax Manage Benefits | Manage Also Manage View Benefit Charge Manage Manage
Tax Filing Addresses Addresses Known As Separations Statements Worksites Contacts
v Vi Y] v ™ v ‘

v

Request Selected Roles

Permissions:

Once the account is set up with an administrator.env userswho register anddo nothave a PIN will
have tocheck each function thg want to access and click the bluRequest Selected Rolesutton.
This sends the request via email tthe administrator.

Administrators have the optiorio approve or deny each request emaillhe administrator makesa
selection and the proces®f permission levels for that request isomplete.
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Users who have access/permission to all features will see the home page pictured below.

Name:
Logged in User

Account Number:
Selected Employer

Phone #:

DBA:

Update User Information

Change Selected Employer
Manage My Roles With Selected Employer

» Home

Add or Select
Employer

Ul Benefit Claims

V|

Secure Messaging

Addresses and
Contacts

Ul Tax Reporting
and Payments

(s

Administrator

22e

New Hire
Reporting

_

SIDES &
E-Response
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The following sectin is foruserswho have already registerednd have access
to the Ul Reporting and Payments feature

REGISERED USERS
Log into theEmployer Portato accessyourhome screen.

If you are auser withmultiple accounts, selectthe employeraccount you want to access before
continuing.

Click theUl Tax Reporting and Paymentse to access the Employer Online Report
tool.

Ul Tax Reporting
and Payments

TheReporting Summanypage will appear. See image below.

Department of Labor
Unemployment Insurance Tax Reporting

Home Employer Portal Help  Log Out

Reporting Summary
COMPANY NAME

Account Number: - XXXXXXXXXX Phone Number: 1235, 4thst, Current Status: Active
Federal EIN:  XXXXXXX Address:  (ity, StateZIP Current Balance: 50.00 @
Available Quarters/Rate: | Tt —
Below are tax quarters you have reported. You can click on a quarter to view additional details. Next Steps
Year - Total Taxable Computed Tax Taxes Report Report Next Quarter
Quarter Wages Wages Taxes Rate Paid Status Continue reporting tax quarter information.

4-2014

3-2014 e a Payment

ke a payment online or print a payment voucher to

2-2014 mail in.

1-2014

4-2013 Edit Employer Information

3.2013 Update the phone, address, and other employer

information.

2-2013

1-2013 Return to the Employer Portal Homepage

4-2012 Go to the Employer Portal to manage your sign in

information and more.
3-2012 v ¥
Next » Page|1 |of 2 (16 Items) | |10 |Per

Click onReport NextQuarterlocated on the right )and side of the page.

Next Steps J

(Report Next Quarter)
Continue reporting tax quarter information.

Make a Payment
Make a payment online or print a payment voucher to
mail in.
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This opens theReport Wagesscreen.

us. TEST

Department of Labor
Unemployment Insurance Tax Reporting

Home Employer Portal Help Log Out

Report Wages

Report Summary Import Wage Records

COMPANY NAME

Account Number: XXXXXXXXXX Phone Number: 1235, 4thSt. Current Status: Active
Federal EIN: XXX0XXXX Address:  (ity, State ZIP Current Balance: $0.00 @
Available Quarters/Rate: | 0= - W
Add all reportable wages below or Import Wage Records.

Employee’s SSN First Nai m* Last Name Wages Paid Hours™* Action
| | \/ Ll | 3| | |l | Ad@
123-45-6789 [John [Brown | $[200.00 | [10 | Remove
234-56-7890 [John [Brown 1 | $[300.00 | [15 | Remove
345-67-8912 v [Smith | $[200.00 | [10 | Remove

Page of 1 (3 Items) | Per Page @

* Middle Initial - Optional.

Total Wages: $700.00
** Quarterly Hours Worked - Optional.

Total Hours: 35

| Remove All |[ save || Finish Reporting Wages |

Two methods of reporting wages:

1. Import Wage RecordsClick onlmport Wage Records~or format guidelnes and instructions,
click onimport wage file(on the next screen, pictured below)ral follow the directions Detailed
instructions are also included in this guide starting on page8l

Import Wage Records

Report Wages Import Help

COMPANY NAME
Account Number: XXXXOOXXXX Phone Number: 1238, 4thSt. Current Status: Active
Federal EIN: XXXXXXX Address:  (ity, State ZIP Current Balance: $0.00 @
Available Quarters/Rate: | T = W
You can use arf import wage file fo import wage records for the selected employer and quarter above. Any records that do not match will be ignored.
Import File: Browse... @

Import Wages
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2. ManualreportingCompl| et e each box in full with the emplo
wages paid.** Middle initial and hours worked are optional fields.

SelectAddto insert another line.Continue until all wages are entered.
All employees witlzero wagesmust be removed prior to finishing reporting wages.
Make sure theTotal GrossWagesequals the amount of wages from your list.

Add all reportable wages below or Import Wage Records.

M* Hours™* Action
| 5 @
333-33-3333 Jane Smith 5 7000.00 Remove
333-44-5555 Jane D Doe § 736.71 Remove

Page 1 of 1 (2 Items) | 10  Per Page @

* Middle Initial - Optional. Total Wages: $7,736.71
** Quarterly Hours Worked - Optional.
~ Total Hours: 0

[ Remove Al | [Save || Finish Reporting Wages |

SelectFinish Reporting Wageafter all wages have been entered into the system.

This opens theReportTaxes screen

Report Taxes

Report Summary
COMPANY NAME
Account Number: XXOCOXXXX Phone Number: 1235 4thst. Current Status: Active
Federal EIN: XXXXXXX Address:  (ity, State ZIP Current Balance: $0.00 @
Available Quarters/Rate: | T0= - W
Please review the following information about your unemployment insurance tax filing.
Wage Information
Note: Cents have been reduced to zero in this section. l } .
1 ReviewTotal, Excess and Taxable
Total Wages: $700 Wages
Excess Wages: $ |0 ‘
axabl s . .
Tt Vs 400 Edit Wageswill return you to the
R LINA2NJ aONBSY u?2
Tax Rate: 27529 Wages'
Unemployment Insurance Tax: $192.64
L Pyment Penaliy: $0.00 Adjustallows you to change the
Total Amount Due For Selected Quarter: $192.64 .
automated calculation of excess
Number of Employees WageS.

Enter the number of employees for the pay period which includes the 12th day of each month in the filing quarter.
Do not include Ul Exempt Employees (ex. Elected Officials).

First Month: [:
Second Month: |:l
Third Month: :I

4 Submit Tax Filing
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ReviewTax Summaryor quality assurance.

2 Unemployment Insurance tarquals your
/ Tax Summary Total Wagesse full screen frorprevious

page times your tax rate.

Tax Rate: 2.752%

Unemployment Insurance Tax: $192.64 Late Payment Penaltis $20 or 4% of tax
Late Payment Penalty: $0.00 due, whichever is greater. Penalty will be

assessed on the first day of each month
Total Amount Due For Selected Quarter: $192.64

until paid in full.
‘ 3 ) Number of Employees

*Penalty cannot exceed tax due.
Supply the number of employees on the 12th day of each month in the filing quarter.

First Month: =+ Each month is a required
Second Month: field and must be filled in
: to continue.
Third Month: Required

SelectSubmit Tax Filingo complete the transaction after reviewing all the informatioon the wage
reporting screen.The button islocated at the lower left of theReporting Taxscreen.

@ Submit Tax Filing |

This opens theReporting Summanscreen.See image below.

Select the quarter to be reviewed

Unemp

Home Help  Log Out
Phone Number: 123S. 4thst. Current Status: Active
Address:  City, StatezIP Current Balance: $0.00 @
Available Quarters/Rate: | T - =W
Below are tax fjuarters you have reported. You can click on a quarter to view additional details. Next Steps
Year - Taxable Computed Tax Taxes Report Make a Payment
Quarter Wages Wages Taxes Rate Paid Status Make a payment online or print a payment voucher to
1-2015 $700 $700 $9.51 1.359 Pending  Pending mail in.

Edit Employer Information
Update the phone, address, and other employer
information.

Return to the Employer Portal Homepage
Go to the Employer Portal to manage your sign in
information and more.

Next » Page[1 |of 2 (17 Items) | Per Page @
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ReviewQuarterly Report Summary

Report Summanyd takes you to your complete listing of online quarterly summaries.
Make a Paymen® takes you to options to paySeesecond image below angbage 11 for

payment options.

Quarter Report Summary
Report Summaryl Make a Payment]
General Employer
Account Number: 000000000 Phone Number:  (208) 0060000 Current Status: Active
Federal EIN:  00-0000000 Address: PO BOX 0000 Current Balance Pending @
BOISE ID
Available Quarters: 1 - 2014
Quarter Report Summary 1 -2014
Date Filed: 7/2/2014 Number of Employees Rev|ewTota| Wages
Wages Summary First Month: 1 an d E m p I o y e
Second Month: 2
| Total Wages: 57,736.00 | AT
Excess Wages: 5000 Third Month: 1 individual wages.
Taxable Wages: $7,736.00 .
Edit Quarterallows you
to go back to the Tax
Tax Summary
Tax Rate: 2.752 % Report Screen for the
Computed Tax: 5212.89 current quarter only.
Late Payment Penalty: 5120.00
Total: $332.89
Taxes Paid: Pending
Taxes Due: 5212.89
SSN First Name M Last Name Wages Paid Hours
333445535 Jane R Doe S736.71
333333333 Jane Smith $7,000.00 520
Page 1 of 1 (2 ltems) | 20 Per Page @
Make a Payment
Report Summary
Enter the amounts you arc paying below, and then choose your payment option,
Accaunt Humber Ernpleyer Hame Payrnent Amaunt Amount Due*
cececececes AR Inc. 5 RE ]
* Balance includes previow quarters, pensities, Tines and interest. Total Due: %4,697.21
Important Update: Effoctive @51602012 you many necd to provide the Payrent Amourt: 5004
Tollewwing new inforrmation to your bank:  Originater 9775071990 idaho. gov
Sarme banks reguire authorization o honar a-checks,
Cheose Payment Type
| Pay Oriine | Prnt Payment Vioucher |
Pay online with a credit card or eCheck, Print out a payment woucher o Include when malling your payment.
Hobe: There are no processing fees for eChecks, and there 15 a 3%
processing fee for credit card payments. There 14 a minimom payrent of
55.00 for all online payrments.

Idaho Department of Labor
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Payment Optionsl) Electronic Check; 2Credit Card; 3) U.S. Mail.

If you are already on thdMlake a Paymentscreen, skip the information irthe box below:
Log into theEmployer Portaind accessyourhome screen.
*|If you are a user with multiple accounts, select themployer prior to continuing.

Click theUl Tax Reporting an®aymentstile to access the Employer Online Report
tool.

Ul Tax Reporting
and Payments

Reporting Summaryscreenwill appear. See image below.

Home  Employer Portal  Help Log Out
Reporting Summary
COMPANY NAME

Account Number:  XXXXXXXXXX Phone Number: 1235, 4thst. Current Status: Active
Federal EIN:  XXXXXXX Address:  City, State 2IP. Current Balance: $0.00 @
Available Quarters/Rate: | T “—

Below are tax quarters you have reported. You can click on a quarter to view additional details. Next Steps
Year - Total Taxable Computed Tax Taxes Report Report Next Quarter
Quarter Wages Wages Taxes Rate Paid Status Continue reporting tax quarter information.
-2014
2014 Make a Payment
S Make a payment online or print a payment voucher to

mail in.
2014
-2013
2013
-2013
1-2013
4.-2012
3-2012

Next » page[1_| of 2416 items) | [10 | Per Page @

Edit Employer Information
Update the phone, address, and other employer
information.

NWwa 2N W

Return to the Employer Portal
Go to the Employer Portal to manage your sign in
information and more.

ClickMake a Paymentocates on the right hand side of the page.

Next Steps

Report Next Quarter
Continue reporting ti arter information.

Make a Payment

Make & payment online or print a payment voucher to
mail in.

e o o e e e e e e e e e e Em e o Em e e Em Em e e e E e Em Ee e Ee e e -
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Options1 and 2. Pay Online

For instructions on payingoy U.S. mail, go to page 1.

Make a Payment

Report Summary

Account Number Employer Name

0000000000 General Employer

* Balance includes previous quarters, penalties, fines and interest.
Important Update: Effective 9/16/2012 you many need to provide the

following new information to your bank: Originator #9775071990 idaho.gov
Some banks require authorization to honor e-checks.

Choose Payment Type

|_Pay Online |

Pay online with a credit card or eCheck.

Note: There are no processing fees for eChecks, and there is a 3%

processing fee for credit card payments. There is a minimum payment of
$5.00 for all online payments.

Enter the amounts you are paying below, and then choose your payment option.

Amount Due*

$332.89

Payment Amount

O

Total Due: $332.89
Payment Amount: $0.00

Print Payment VVoucher

Print out a payment voucher to include when mailing your payment.

Enterexact amount ofyour paymentin the Payment Amounbox.
SelectPay Onlingo make payment by eCheck aredit card.
o eCheck is an electroniclseck similar to writing a checld minimum payment is $5;

no processing fee

o Credit @ard - minimum payment is $5 a 3% processing feewill be added to your total.

Pay Onlinescreenwill appear (see below)You are now working witla secure, thirdparty service

SelectElectronic Checlor Credit Cardfrom the dropdown selector undefPayment Type

Electronic Check
option instructions
start on page 13.

Credit Cardoption
instructions start on
page15.
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